reflected also in the 1982 Instruction Course Program through the appointment of a new Coordinator for Instruction, a new Instruction Course Advisory Committee, and the implementation of a number of changes in the Program. Chief among these are new courses dealing with socioeconomic issues, an expanded number of courses on a variety of new and updated medical subjects, and an enlarged concept of the Instruction Course Program to encompass the entire range of the educational needs of the Academy membership.
Thanks are due to many for helping my own transition into the full responsibility of coordinating the Program: to D. Thane R. Cody MD, PhD, for handing over a well-oiled and efficient mechanism; to Ruth Enquist and her staff and the editorial staff at the Academy office for their invaluable assistance; to my secretaries Peggy Prather and Mary Brown for their patience and forbearance; to the Instructors for their understanding of occasional awkward moments; and to the members of the Instruction Course Advisory Committee-Drs William H. Call (deceased), Ted A. Cook, James H. Kelly, Sam E. Kinney, Lawrence W. DeSanto, and Robert L. Simons-for reviewing the proposed courses.
PROGRAM
The 1982 In order to distribute the subject matter of the courses evenly, a new classification system has been developed. Each course is listed only once.
FUTURE PROGRAMS
Those wishing to present new courses are encouraged to do so: the vitality of the Program depends upon the initiatives of the membership. Even though the total number of courses will have to be reduced for the Annual Meeting in Anaheim (because of room limitations), there will undoubtedly be space for new courses as old ones are withdrawn, put on rotation or leave, or discontinued. Please review the Guidelines for Instructors on submitting new (or revised) instruction courses in the next section. Compliance with the procedural format and deadlines will enhance the probability that the course will be accepted.
Otolaryngol Head Neck Surg 1982;90:3-6 (May-June) EDITOR I AL A final word: The Instruction Course Program is for the benefit of the Academy membership. Make your needs, desires, comments, constructive criticisms, and suggestions for improvement known to me or any of the members of the Advisory Committee. We are here to serve you and fulfill your educational expectations. If we fall short, let it not be because of a lack of direction from the membership.
ORGANIZATION OF THE INSTRUCTION COURSE PROGRAM
Through tradition, rulings of the Board of Directors, recommendations of the Advisory Committee, the realities of managing a rather large course program, and a general perception of fairness, this and subsequent Instruction Course Programs will be conducted under the following assumptions and guidelines:
The Instruction Course Program is for the benefit of the Academy members and Annual Meeting attendees.
An Instructorship is an honor bestowed by your peers.
There is a finite number of opportunities to teach that is exceeded by the number of those desiring to teach; therefore, some limitation must be placed.
Courses that fail to meet the expectations of the attendees (as reflected by course ratings), the educational standards of the Academy, or criteria for contemporary relevance and scientific validity may be discontinued at the discretion of the Coordinator for Instruction.
Every course is likely to be assigned on a Thursday
Instructors may take a one-year leave without pre-The Coordinator and Advisory Committee have the responsibility to present a comprehensive, balanced program and may invite new courses, place courses on involuntary leave from time to time, or request the Instructors rotate their presentations periodically.
once every four years.
judicing the status of their courseb).
GEORGE A. GATES, M D

Guidelines for Instructors SUBMlrClNG NEW AND REVISED COURSES
New and revised courses must comply with the procedures outlined below in order to be considered. The deadline for receipt of materials at the Coordinator's office is Dec 1 before the next Annual Meeting.
TIME CONSTRAINTS
Instructors should request no more than three hours of teaching time. I f you request more than this, you must withdraw from the appropriate number of other courses. (For scoring purposes, fractions count as full hours, multiple period courses are prorated on the number of Instructors.)
Courses may be given for five years (exclusive of leaves of absence). After this time the senior Instructor should revise, update, and resubmit the course as a "new" course in compliance with the procedures outlined below. Voluntary compliance with this requirement for the 1983 Program will be appreciated; it will be mandated for the 1984 Program. The deadline for receipt of materials at the Coordinator's office is Dec 1 prior to the next Annual Meeting.
DISCONTINUANCE OF COURSES
Discretionary
Courses may be discontinued at the discretion of the Coordinator for Instruction for (1) consistently poor course ratings, (2) declining attendance, (3) failure to meet the educational standards of the Academy, or (4) inappropriate levels of contemporary relevance and scientific validity.
The Coordinator and the Advisory Committee will do their utmost to avoid involuntary cancellation of courses. Declining course ratings will prompt a letter of concern and, if requested, a review of the course to assist the Instructor in improving ratings. If ratings fail to improve in spite of remedial measures, the opinions of the attendees as reflected in the ratings will be honored.
The size of the audience at a course will not be construed as a measure of importance of the course nor will a course be cancelled because of limited appeal if there is a genuine educational need for the course.
However, this factor will be weighed on a priority scale if the pressure for course time is great. Instructors should note that a rapid decline in attendance generally indicates a declining interest in the subject matter and suggests that revision would be in order.
Educational standards are difficult to define. Yet, if an Instructor is not effective in communicating the subject matter to the audience, does not provide suitable handout material, attempts to impress rather than teach, or consistently violates commonly held perceptions of educational validity, there should be no hesitation in recommending that the Instructor improve his or her teaching skills on penalty of discontinuance of the course.
Contemporary relevance and scientific validity
should be the goal of all Instructors. To persistently espouse outmoded concepts or be ignorant of important advances in the field would certainly require that a course no longer be sanctioned by the Academy.
Nondiscretionary
Courses will be discontinued if (1) the Instructor fails to return the Course acceptance-equipment form by the first Monday in January in the year the course was to have been given or (2) the course i s cancelled on a "last-minute" basis after tickets have been sold.
COURSE ACCEPTANCE-EQUIPMENT FORMS.-The only
mechanism that the Coordinator has to communicate with over 300 Instructors regarding the intention of the Instructor for the coming year's program is to receive the signed acceptance form. If the form has not been received by the first Monday in January, I have no option but to assume that the Instructor chooses to withdraw the course for the coming Program. Prompt receipt of these forms is necessary to plan the Program, assign times and rooms, and schedule the special equipment in a manner that is most cost-effective.
LAST-MINUTE CANCELLATION.-Last-minute cancellation of a course causes a considerable amount of unnecessary work for the Headquarters Office staff in refunding tickets, disappoints those who purchased tickets, and frustrates the Academy members who submitted courses that were not selected because of space limitations. For these reasons, the Instruction Course Advisory Committee recommended in 1977 that any course cancelled after the tickets had gone on sale be discontinued from the Program.
If the instructors whose courses are discontinued want to resubmit their courses for consideration for in-Otolaryngol Head Neck Surg 7982;90:3-6 (May-June) clusion in the next Meeting, they must follow the guidelines for submitting a new course. The reason for the last-minute cancellation of a course will be taken into consideration by the Advisory Committee. CONTINUANCE OF COURSES.-~Ourse ratings and attendance figures are usually available within three weeks after the Academy Meeting, and shortly thereafter the acceptance-equipment forms are sent to the instructors who are to be invited to repeat their courses. The acceptance-equipment forms must be returned no later than the first Monday in January prior to the next Meeting. (To assure arrival on time, it may be wise to send the forms by certified mail.) If an instructor has not received the acceptance-equipment form or correspondence regarding the course by the first week in December, the Coordinator for Instruction should be notified.
The total number of courses to be repeated must be known before new courses can be accepted. If all the acceptance-equipment forms are returned by the first Monday in January, the number of new course slots can be determined and the new instructors informed during the first week of January of their selection for the Instruction Course Program. The instruction courses are scheduled so that there are no conflicts for instructors giving multiple courses, no courses presented at the same time covering the same material, and no unnecessary costs for courses that have special equipment or personnel requirements.
The completed Program then goes to the Academy Headquarters Office for finalization and preparation for publication in the Section on Instruction issue of forms are reviewed by the staff and then sent to the company that will supply the equipment. This company will contact instructors on one or more occasions to verify the equipment that they ordered. Early finalization of the Instruction Course Program means less chance for error in scheduling, more accurate editing of the abstracts, and less overall Program cost to the Academy.
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PROCEDURES FOR NEW, REVISED, AND
RESUBMlllED COURSES
Materials
The senior Instructor of the proposed course should send seven copies of a cover letter, course abstract, and course outline to the Coordinator for Instruction. The letter should describe the nature of the course and the rationale for its presentation.
The course abstract should include the course title, names, and addresses of each Instructor in order of seniority, the proposed number of hours for the course, and a brief description (200 words or less) of the course content. If the course is accepted, the abstract will appear in an issue of OTOLARYNGOLOGY-HEAD AND NECK SURGERY. No more than one typed page should be used.
The course outline should be a descriptive, concise outline of the course (approximately 1,500 words or less). If accepted, it will be used as the handout for attendees of the presentation.
Deadline
Submissions of new, revised, and resubmitted courses must be in the office of the Coordinator for Instruction by December 1 of the year preceding presentation.
Review
All submissions for new, revised, and resubmitted courses will be evaluated by the Instruction Course Advisory Committee, which will recommend acceptance or rejection. If accepted, the course will be scheduled as time and space are available.
Notification
The senior Instructor will be notified in writing as to the action of the Advisory Committee by the Coordinator for Instruction. Scheduling of the course is contingent upon prompt receipt of the completed equipment form, which will be mailed with the letter of acce p tan ce.
Scheduling
Courses will be scheduled at the discretion of the Coordinator for Instruction to fulfill the goals of a contemporary, timely, and well-balanced program. Special requests for scheduling will be honored insofar as possibl\e, consistent with the goals of the Instruction Course Program. Each course is likely to be scheduled on a Thursday once every four years.
